
1. Click the "Create Invite" Button

How to Initiate a stand-alone Right to Work check 



2. Select the relevant Organisation and choose 
"Digital Right to Work Check".



3. Choose "Digital RTW Check only".
 
Note: you can also choose a combined 
RTW and DBS ID check at this point if you 
intend to get a DBS check on your candidate later.



4. Enter the Name & Email address of 
the person you need to get the check on.
Enter a cc email address if you wish.
 
Note: You have the option to send multiple 
invites, by clicking "Add Candidate" 
button or
using the "Bulk Upload" feature if sending 
to a large number of individuals (see next 
page).



The ‘Bulk Upload’ feature enables you to upload a spreadsheet of 
people to be invited.
 
If you use this feature, leave the Name and email address fields 
blank. Instead, upload a pre-created spreadsheet. 
 
A template spreadsheet is provided in the footer (see next page)  
 
The spreadsheet must contain 3 columns only (Forename, Surname, 
Email address). When uploaded, any invalid data in the spreadsheet 
will fail validation and be highlighted in a message at the top of the 
screen.
 





5. Choose the template & click Send button - the invite 
email has now been sent to the candidate/s, from 
ebulk@mayflowerdbs.co.uk 




